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**This user guide addresses the current production SAM.gov capahiltties combire the former Central Contractor
Registration CCR) systemCCRs Federal Registration (FedReg) module, the Online Representatib@guification
Application (ORCA), andhe Excluded Parties List System (EPLS).

1 Welcome to SAM
1.1 Whatis SAM?

The Gener al Service Administrationés (GSA)
consolidating the government wide acquisition angrd support systems into one new systehe
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System for Award Management (SAMJAM is streamlining processes, eliminating the need to enter the
same data multiple times, and consolidating hosting to make the process of doing business with the
governmentnore efficient.

1.2 The Federal ProcurementWorld of the Past and Future

Automation of the federal procurement and awards processes has evolved over time through development
of systems to perform individual steps in the proceaperbased systems and busagrocesses were
automated as thaternet became widely availablEhese systems were adopted across the Federal
Government and are now managed under one organizalierintegrated Award Environment (IAE)

manages these systems and their system cdjgabiiave been organized aroundigy functional areas.

See Table 1.1.

Table 1.1:1AE Functional Areas

Functional Area Capabilities Legacy Systems

. . i CCRFedRedg Central Contractor Registration/Feder,
Entity* 1 hRAeglster/Up??tetEntlt); core data Agency Registration
Management 1 Manage certifications 1 ORCAI Online Representations and Certifications
representations L
Application
i Post solicitation and award data i FBOI Federal Business Opportunities
TG 1 Maintain governmentvide contract | 1 FPDSNG 1 Federal Procurement Data Systdiext
award data Generation
Management . : . :
i Managegovernmenwide i eSRS/FSR$ Electronic Subcontracting Reporting
subcontractor ata System/FFATA Subaward Reporting System
Wage Data 1 Access wagéeterminations 1 WDOL 7 Wage Determinations Onkn
Perf 1 Manage/maintain past performance § PPIRS/CPARS/FAPII$ Past Performance Informatio
I (;:r elitiEinlee information Retrieval System
niormation i Manage exclusion list i EPLST Excluded Parties List System
i Provide security/access control
i Provide reportingfommunications
Support support
i Provide internal controls

*For the purposes of this capability ar&amtity refers to prime contractors, organizations or individuals
applying for assistance awards, those receiving loans, sole proprietors, corporations, pEat@eriainy
Federal Government agencies desiring to do business with the government.

1.3 Who Should UseSAM?
SAM is used by anyone interested in the business of the Federal Government, including:

i Entities (contractors, federal assistance recipients, andmatential award recipients) who need
to register to do business with the government, look for ibpipities or assistance programs, or
report subcontract information;

1 Government contracting and grants officials responsible for activities with congaits, past
performance reporting and suspension and debarment activities;

i Public users searchingrfgovernment business information.
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1.4 Navigating SAM

SAM provides a standardized format across all web content pages making it easy to navigate and find
information.There are several persistent areas in SAM.gov that can be found in the same location on
ewvery page of the system.

1 Banneri Found across the top of each SAM.gov page. You can use the banner to log in or out of
the system, access the Login.gov FFASage, and access the SAM homepage.

i1 Navigation Bari Each page in SAM.gov contaiagnainnavigatian bar along the top of the
screenThe tabsavigateyou to your SAM Hompage SearctRecordsData AccessCheck
Status (for th&SAM Status Trackér About andHelp pages.

i1 Back Button i While navigating SAM.gov, the back button on your web browser is disakbed.
move from page to page, you wil/l need to use e

Figure 1.1: SAM Navigation

HOME SEARCHRECORDS DATAACCESS CHECKSTATUS ABOUT HELP

s

The Navigation Bar allows you to access different sections of SAM.

1 HOME /MY SAMT once you lognto SAM, HOME changes to M SAM. The MY SAM
navigation link gives you access to all the actions you may perform based on yooteisear
more information, seklY SAM.

1 SEARCH RECORDS$ allows you to perfornguick or advancetull text searches with or
without an accountWithout an account, you will only be able to see piypkwvailable
information For more information, segearch

1 DATA ACCESSI provides details for accessing SAM data via Miygdimited downloadsit
provides accesto various types of extracts in three subsectidublic Extracts, EM (Entity
ManagementExtracts, and Exclusions Interfac@is section also includes General Data
Access Informationfor more information, sebe Data Access User Guide under the SAdp
section.

I CHECK STATUSI allows you to quickly check an entity's registration statu8AM by
entering a DUNS Number or CAGE Code. %M Status Trackewill show you thestatusof
the entity associated withahDUNS Number or CAGE Code, as well as tell you what steps are
left to complete based on withey are registering.

1 ABOUT provides key information about SAM, news and announcements that may provide
valuable information for you, and contact informatiosasated with SAMFor more
information, seé\bout.

I HELPT provides useful information on SAM such as User Guides, FAQs, informational videos,
and external resourceBhis should be the first place to check if ytave any SAM related
guestionsFor more information, seéelp.

On mostpages in SAM, you will find a Navigation Panel on the left side of the FdgeNavigation
Panel contains a list of links to help you navigate to differerégpagthin that SAM tabFor example, if
you are on the Help tab, the Navigation Panel allowstgaavigate to FAQs, User Guidé®ternational
RegistrantsPemonstration Videos, Exclusions Information, and External Resources.
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Figure 1.2: SAM left navigation panel

MY SAM

My User Roles
Entity Users

Entity Registrations
Federal Hierarchy
Exclusions

Iy Account Settings
My Data Access

General

2 User Management in SAM

In thissection you can learn about the different types of user accounts in SAM, how to create a user
account, and what you can do with a SAM user accomit.can also read about the permissions that you
can have in SAM. Before reading on, note that mandatelysfaremarked with an asterisk (*) to help

you understand what data is required.

NOTE: To further increase security and deter fraud, SAM.gov tagramg with Login.gov to implement
multi-factor authentication for registered SAM.gov users. Effective 292018, when you go to
SAM.gov and log in, you will be asked to create a Login.gov user account. Your current SAM.gov
username and password with longer work.

2.1 Creating an Account in SAM

Anyone can create a user account in SAMiser account providgsu access to SAM functionality such
as saving search queries, requesting roles for Government employees, and requesting acegsblio non
information.

2.1.1 Creating an Individual Account

When creating an individual user account, there is only a minimaliainof information that you must
enter.While you can provide additional information, you are only required to enter:

9 Your first name
Your lasthame

Country (select your option from the dropdown list provided)

1

1

i Phone number
1 Username

1

Your security questioresponses
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Username This unique identifier will be permanently associated with your SAM acc@unaie chosen,

it may not be change®AM account usernames may never be reused, so once an account with a

particular username is created, no other account wexyuse that username, even if the account with that
username is deactivatéthe username must between six and thirtfive characterslt may contain

letters, numbers, and certain special characters: the period, the @ symbol, the underscore,h@rthe hyp
Special characters may not be entered consecutively and the username cannot contain spaces. Lastly, the
username cannot begin or enith a special character and cannot be all numeric

An individual account and therefore a username, can move wittvlgen you leave an organization if
you, or the organization you were originally associated with allows this (your access and roles will n
transfer) It is for this reason that we recommend that you not use your email as your username. Your
organization particularly certain U.S. Federal Government entities) may impose certain guidelines
regarding your selection of a username, such agsthef a prefixPlease refer to your internal processes
to determine if this applies to you.

Email address The emailaddress will be prpopulated based on the account you created and
authenticated via login.gov. This field will NOT be editable. To geatfie email address, you will need

to update your login.gov accoufitis email address serves as a primary meansnofmzinicating with

you for features such as notifications, alerts, ity changesA given email address may only be
associated withree username at a timiéyou have more than one email address, you should use the one
that is most closely associatetith your job functiorwhen you create your login.gov accougor

example, if you are using SAM as a representative of a Federal Gardragency, you should use the
governmenfprovided email address from that agency if possitiés will help easily i@ntify you as a
member of that agency, which can help when making requests and performing other functions requiring
administrator involvenent.

If your email address changes for any reason, you should immediately upddtegirmgov accountThe
SAM account email address will automatically bpdated the next time you log in. Failure to do so may
prevent you from receiving alerts andtifications.

To create amewSAM user account, follow these steps:

i Select Log In on the SAM homepage. Complete all requitghentication steps via login.gov.
Note that the email address you use to create and authenticate your login.gov accouryowill be
SAM Individual User email address. You will NOT be able to edit this email address in SAM.

1 Once you complete the loggov authentication, select Continue to return back to SAM.
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Figure 2.1: Create an Account

View assistance for Create an Account~Choose Account Type

M

SYSTEM FOR AWARD MANAGEMENT

HOME CREATE AN ACCOUNT

ALERT - June 11, 2018: Entities registering in SAM must submit a notarized lett
s changes to the notarized letter rev

their authorized Entity Administrator. Read our updated FAQs to learn more about
s and other system {mprovements coming in June.

Create an Account

Choose Account Type

Page Description
‘You have successfully created a login.gov account. There is no SAM user account that matches the profile vou created. If you have an existing SAM account, you will need to
update your login.gov profile with the email address used in SAM. Otherwise, use the links on this page to create a new SAM account. Yon will need this account to manage
entity registrations, exclusion records, request data access, and save searches.

Individual Account Details System Account Details

Create an Individual User Account if you need to:

« Register or update your entity

» Create and manage exclusion records

» View For Official Use Only (FOUOQ) level data

« Save search criteria to run at a later time

« Request non-public data access as a Federal government user

Create a System User Account if vou need to:

+ Request non-public data access for a Federal gavernment system

= Automate a system pull of non-public data

« Perform data transfer from SAM to your Federal government system

Create Individual Account Create System Account

1 On the Create an Account Choose Account Type page, you can find more information on
individual and system accots.Become familiar with the differences. If you determine that an

individual account is appropriateglectCreatelndividual Account in the Individual Account
Details section.

Figure 2.2: Choose Account Tye

Create an Account

Choose Account Type

Page Description
You have successfully created a login.gov account. There is no SAM user account that matches the profile vou created. If you have an existing SAM account, you will need to
update your login.gov profile with the email address used in SAM. Otherwise, use the links on this page to create a new SAM account. You will need this account to manage
entity registrations, exclusion records, request data access, and save searches.

Individual Account Details System Account Details

Create an Individual User Account if you need to:

« Register or update your entity

« Create and manage exclusion records

» View For Official Use Only (FOUOQ) level data

« Save search criteria to run at a later time

« Request non-public data access as a Federal government user

Create a System User Account if you need to:

« Request non-public data access for a Federal government system

« Automate a system pull of non-public data

» Perform data transfer from SAM to your Federal government system

Create Individual Account Create System Account

i The first account creation page is titled CrdatBvidual Account:User Information Enter the
information that pertains to yoGomplete the security questions and answé@TE: Answers
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to security questions are not case sensifihese provideraalternate method of validating your
identity in certain scen atoyour email acaountyvhems i f you
completeselectNext.

1 On the summary screen, review the answers provifigdu need to change anythirgglect
Edit. Oncepyubve confirmed alsélecteubmitt he data is accur a

1 Once you submit, your individual accounthautomatically be active. You do not need to take
any further action. You will receive a confirmation email from SAM.gov.

2.2 Account States

There are saral different states that your account (either individual or system) canRead.below to
find out more information on the different states.

2.2.1 Active

The Active state is the normal state for your accdarthis state, you can login to SAM and perfaaith
necessary functions.

2.2.2 Inactive

Your user account can become Inactive either after an éxgrexiod of user inactivity, or if you choose
to manuallydeactivate thaccountlf you have roles, those roles will be removed, and SAM will notify
your admiistrator(s).To prevent the account from becoming inactive, you should login to SAM at least
once every 13 months (395 days).

2.2.3 Deactivated

Only the SAM Help Desk can shut down or permanently deactivate your acé¢hai.this happens,
you will be unable tdog in and will have to contact the SAM Help Desk to reactivate your account.

Whilemanyof &#M6s f eatures are available to the gener al
number of benefits to creating an individual user accafhen you createraaccount, SAM considers

you an Authenticated Usé€Fhis means that you have an account butdmnot have any roles ySee

below for the functionality you can access.

2.2.4 My SAM Page

When you lognto SAM, the first page that you see is your My SAM pdadus is the centralized
location for all the functionality you need access to in SMihen you are logged into your account, you
can always access this pagesijectingthe My SAM tab in the navigation bar.

Figure 2.6s an example of a My SAM page fofederaluser.
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Figure2.3: A My SdeMo p

o
mAM Federal Administrator Log Out

SYSTEM FOR AWARD MANAGEMENT

MY SAM  SEARCHRECORDS DATAACCESS CHECKSTATUS ABOUT HELP

MY SAM Welcome, Federal Administrator

Mv Usar Roles Welcome to your My SAM page. Start here to learn what you can do in SAM. Your options are customized to your user account and roles.
) Select a section from the sub-navigation menu to begin, Here is an overview of the most popular sections.

Entity Users

. o My User Roles
Entity Registrations Your SAM user account needs roles to do most things in SAM. Select My User Roles from the My SAM sub-navigation
Federal Hierarchy menu to view your current roles, request new roles, or manage role invitations.
Exclusions
My Account Settings B Entity Registrations

Do you want to do business with the 1.5, Federal Government? Select Entity Registrations from the My SAM sub-

My Data Access

navigation menn to create, update, renew, or deactivate your entity registration.

General

My Data Access
Are vou a Federal government user who needs sensitive registrant data, or access to a non-public SAM data extract or web

service, to manage contract or grant awards? Select My Data Access from the My SAM sub-navigation menu to request or
renew access to non-public data in SAM.

If you have any questions, select Help from the main navigation menu to access user guides, training materials, FAQs, or contact our
Service Desk.

On the left side of the page are your navigation lifik&se give you access to the functionality you need
to do your jobEach header contains a list of processespagesSelecta header texpancdhe links
underneathAs you acquire roles in/M, you will gain access to additional linkBhe sections below

will cover the links that individual accounts have access to on their My SAM page.

2.2.5 My Account Settings

If you need to update any of your account informasetectEdit User Information underneath the My
Account Settings header on your My SAM page.

SAM Federal User Guidev3.09 11 of 299



M sAM.cov

Figure 2.4: Edit User Information

MY SAM

My User Roles
Entity Users

Entity Registrations
Federal Hierarchy
Exclusions

My Account Settings

Edit User Information
Deactivate User Account
My Data Access

General

You can change arigformaton in your user profile except your usernaamel email addresSelect
Save to confirm the changé3ertain changes require additional stegee below for additional guidance.

2.3 Deactivating or Reactivating Account

If you know you will not use SAMh any @pacity in the future or if you do not wish to maintain your
SAM account, you may choose to deactivate your SAM acc@dimen you do this, all roles that are
associated with your account will be permanently removed, and your account wilhbetive st&us.To
do this:

1 From the navigation panel on the left side of the screen, choose My Account Settings, then
Deactivate User Account.

1 You may optionally specify a reason for the deactivation to assist the SAM Program Office in its
administrativeefforts.

Sdect Next.

Confirm that you wish to deactivate your accounsblectingDeactivate This will complete the
process.

To reactivate your account, skactive accounts

3 Introduction to SAM Roles

SAM is a rolebasedsystem Roles allow you to access additional functionality in SAM and perform
actions on behalf of an entityust because you have an account does not mean you can perform certain
functions.

As you read this user guide (and navigate the site), keaphthat thedrm entity is used generically to
mean anything that you can have a role with and perform an action on behalf of ifTBéiel are
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several types of entities in SAM; however, they are generally grouped into two categoriEstecsl
Governnent and Feder&overnment.

1 Non-Federal Government entities in SAM include businesses, organizations, state governments,
local governments, tribal governments, and foreign governments.

1 Federal Government entities include Departments, Agencies, and @éfinces the cse of
DoD, Major Commands and Sttommands)Collectively they are referred to Evelson
SAM6s Feder al G 0 Ondyra tinmited mrmourtt of mformatian Iflike.name and
address) is stored for entities (i.e. levels) on the Fe@eratrnment hiexrchy.A Federal
Government entity can also have an Entity Management registration (also referred to as an entity
registration) which makes it eligible for contracts, grants/Federal assistance awards; or Intra
Governmental Transactions (IGTh such caseshe Entity Management registration is tied to
the entry on the hierarchy (i.e., the level) and is considered supplemental information. For
example, if a bureau under the Department of the Interior has a place (i.e., a level) on the Federal
Government hierchy, and that bureau was also able to bid on contracts, then that registration
information would be appended onto the hierarchy entry.

Both Federal Government and RBaderal Government entities have an organizational hierarchy.
Dependig on your roleyou may be able to perform actions on behalf of child entities in your
organi zat i doripstanchifiyeura® assigngd.an administrator role atiigiestlevel entity
in your hierarchy, you can assign roles at any lower lentdies in thehierarchy.

SAM contains its owirederal Government hierarctyth seven levels:

Department
Agency/Bureau

Major Command DoD Only
SubCommand I DoD Only
SubCommand 2 DoD Only
SubCommand 3 DoD Only
Office

Depending on wikch roles you have, you can:

N o g bk w DN PE

T Create/ edi t / deertrectoegrantand Federal dssistagcé reqgistration
T Create/ edit/ derb-@dveenmgntilransaetiont(IGT) redisstion

1 Assign/removaers er s ® r ol e sNOVE: THe Administratordrale in SAW has a robust
set of permissions that they can perform for their entity.

Create/edit exclusiorecords

Submit requests to the HelpDeslkcta e at e/ edi t / move Offices on you

You can have multiple roles in SAM and you can also have roles with multiple ehiiti@sver,
as a general rule, yacannot have roles with both Federal Government entities anBadaral
Government entities.
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3.1 U.S. Federal Government Roles

As a Federal Government user of SAM, you can request or be invited to receive one or more roles in the
system (your agency may hapelicies regarding how you should receive these roles so check with your
agency).These roles allow you to take specific actions in SAM or have access to specific capabilities.
You can have more than one role within your enditynore than one role foeparate entities.

Table 3.1:Federal Government Roles

Role ’ Permissions
AGENCY EXCLUSION TFormerly iDebar User o in EPLS
REPRESENTATIVE 1 Can creatandedit exclusion records

1 This role cannot assign roles to users
AGENCY ADMINISTRATOR T 1 Can crete/edit/delete exclusion records
EXCLUSIONS i Can assign others to be Agency Administrator for Exclusions

i Can assign the Agency Exclusion Representative role, if they choose to do so,
create exclusion records.

i Canmanage Agency Exclusion POC
OFFICE REGISTRATION fFormerly fARegistranto CCR FedReg or

REFRESENTATIVE i Can create/edit an Entity Management registration such as IGT registration, co
registration, or grants and federal assistancetragn.

1 This role cannot assign roles to users
AGENCY ADMINISTRATORT [fFor merly AAROO in Fedd®RBRg or AAdmini

ENTITY MANAGEMENT i Primary responsibility is to create/edit/delete Entity Management registrations (
as IGTregistrations) for your agency AND assign other users (known as Offic
Regstration Representatives) to create/edit those records.

i Can also assign other Agency Administrators for Entity Management

AGENCY HIERARCHY 1 Has the ability to see the @ethierarchy

MAINTAINER 1 Responsible for ensuring level accuracy

AGENCY ROLES i Can assign any Federal Government role

ADMINI STRATOR i CANNOT create an Entity Management registration, an Exclusion record, or an

Office on the Federal Hierarchy

In addition to these specific permissions outlined in Table 3.1, all Federal Government usessevho h
rolesalso have access to Entity ManagemeROUOQO data in searcfThis gives you access to data such
as an entityo6s Taxpay eearchingirSAMiaswelcaatod eéntities thdtlnand er wh e
opted out of public search and those that aristexgd for only IntraGovernmental Transactions (IGTs).

Before we define each role please note that each agency will determine its own set up, whether or not they
need all of the roles outlined below, and how bessgigrnthose roles to individuals witttheir agency.

At a minimum,an Agency Roles Administrar, Agency Hierarchy Maintainer, Agency Administrator for

Entity Management, and an Agency Administrator for Exclusions must exist for each department/agency.
One user can have all these roles eytban be assigned to multiple users.

3.1.1 Agency Exclusions Rpresentative

As the Agency Exclusions Representative, you are responsible for creating and maintaining exclusions
(including debarments and suspensions) in SAMa general rule, users with thideserve as

Suspension and Debarment Officials (SDOs) (per the FAR) or are their designated representatives, and
require formal training and/or designation to perform these responsibilities. You can:

I Create an exclusiomcord
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Manageexclusion records that you create

Update exclusion records created by other users in your agency

View sensitive informatiorior all exclusions in SAM

T
T
T
T

View Entity Management For Official Use Onlydata (such as Taxpayer Identification Number
information) in SAM for all entity registrations

1 You cannot assign roles
1 Formerly ADebar Usero in EPLS

“You can request this role, tire Agency Roles Administrator or the Ageng&giministratori Exclusions
can assign it to you. Please check your agency policies.

3.1.2 Agency Administrator - Exclusions

As the Agency AdministratelE x c | usi ons, you can access al/l of the
(Agency Exclusion Representat) can access and you can also manage ésee Agency
Administrator- Exclusions user, you can:

1 Assign an Agency Exasions Representatives role if you wish and assign other users with the
Agency Administratoil Exclusions role to assist you within ycagency.

Create an exclusion record

Manageexclusion records that you create

Updateand delete exclusion records created by other usemimagency

View sensitive informatioffor all exclusions in SAM.

= =/ =4 =4 =

View Entity Managemerit For Official Use Onlydata (such as Taxpayer Identification Number
information) in SAM for all entity registrations.

You can request this role, tire Agency Rolegdministrator or another Agency Administrafor
Exclusionscan assign it you. Please check your agency policies.

You do not needio assignh an Agency Exclusions Representative or other Agency Adminisirators
Exclusions if you do not wish to do so.

Wh a tthe difference between an Agency Exclusions Representative and an Agency Administrator
I Exclusions?Theadministrator can assign further roles such as the Agency Exclusions Representative
role or other Agency AdministratorsExclusions.

3.1.3 Office Registration Representative

As the Office Registration Representative, you are responsible for managing the S&M Ent
Management registration for a U.S. Federal Government evitty can:

i1 Create arkntity Managemetregistrationsuch as an IGT registration, federal contract
registration, or federal assistance registration) for an entity that exists on the Federal Government
hierarchy.You can only create Entity Management registrations for the entity where yeu wer
assigned yourole.
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i This role allows you to viewjpdate and renew an Entity Management registrédioyour
entity. You can only update Entity Management registrations for the entity where you were
assigned yaurole.

1 View Entity Management For Official Use Onlydata (such as Taxpayer Identification Number
information) in SAM for all entity registrations

You cannot assign roles

The Office Registration Representatiade was formerly known as tiieR e g i sntFedReyt 0
or fAMai nGCRi ner 6 i n

You can request this role, or the Agency Roles Administrator or the Agency AdministEtty
Managementan assign it to you. Please check your agency policies.

You are not responsible for creating ity in theFederal Government hierarchyowever you are
responsible for managing the information in the Entity Management registration if you wish to enter into
IGTs or bid on contracts/grants.

3.1.4 Agency Administrator - Entity Management

As the Agency Aministratori Entity Management, you can access all of the functionality that your
entityds users (Office Registration ReAsaesentativ
Agency Administratoi Entity Management user, yoprimaryresponsibility is to createdit/delete

Entity Management registrations for your agency AND assign other users (known as Office Registration
Representatives) to create/edit those recofds.can:

i Assign an Office Registration Representative role if yahveind assign other usevith the
Agency Administratoi Entity Management role for your entity and any levels below you in your
hierarchy.

i1 Create arkntity Management registratiqsuch as an IGT registiion, federal contract
registration, or federal assistance registration) for an entity that exists on the Federal Government
hierarchy.You can create an Entity Management registration for your entity and any levels below
you in your hierarchy.

i If your agency/office has the authiy to bid on contracts/grants then this role allows you to
view, update, renew, and delete an Entity Management registfatignur entity.You can
update an Entity Management registratfor your entity and gnlevels below you in your
hierarchy.

i1 View Entity Managemerit For Official Use Onlydata (such as Taxpayer Identification Number
information) in SAM for all entity registrations.

1 The Agency Administratoir Entity Management roleas brmerlyknown asthéd AROO i n
FedReg or AACGR ni stratoro in

You can request this role, tire Agency Roles Administrator or the Agency Administrat&ntity
Managementan assign it to you. Please check your agency policies.

You are not responsible for creating the grititthe Federal Government hierarchgweveryou are
responsible for managing the information in the Entity Management registration if you wigbrtoneo
IGTs or bid on contracts/grants.
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You do not needo assign an Office Registration Represengativ other Agency AdministratorsEntity
Management if you do not wish to do so.

What 6s the difference between adanAyéencyiAdmnenisRatog i st r at
T Entity Management? The administrator can assign further roles such as thiee@egistration
Representative role or other Agency AdministraioEntity Management.

3.1.5 Agency Hierarchy Maintainer

SAM contains a comprehensieS. Federal Government hierarcis the Agency Hierarchy
Maintainer, you are responsible for ensuring its accuracy for your agéogycan submit requests to
FPDS to complete thellowing actions:

T Create an Office i.n your agencyo6s hierarchy

Update the informatioh such as name and address) for an Of{

1
1 MoveanOfficee h your agencybs hierarchy.
1

View Entity Managemerit For Official Use Only data (such as Taxpaldentification Number
information)in SAM for all entity registrations.

You can request this role, tire Agency Roles Administratoan assign it to you. Please check your
agency policies.

3.1.6 Agency Roles Administrator

As the Agency Roles Administrator, yoprimaryresponsibility is to manage users in your
department/agency.ou can:

1 Manage the rolesf all users within your department/agency. You can assign and remove any
Federal Government role including othegeficy Role Administrators.

i View Entity Managemerit For Official Use Only data (such as Taxpayer Identification Number
information) in SAM for all entity registrations.

1 You CANNOT create an Entity Management registration, an exclusion record, or a@ @ific
the Federal Hierarchy.

You cannot request this rol€his role can only be assigned by another Agency Roles Administrator.
3.2 Managing Your Roles

With an individual account, you have the ability to manage your own wliseugh you cannot grant
yoursefrolesint he system without an administratorods appr

1 Request roles with a new entity
1 Request additional roles with an entity

1 Remove your own roles

1 Respond to invitationt® join new entities

3.2.1 Migrating a Legacy Account to SAM

As of October 2017, users can no longer migrate user accounts from CCR, FedReg, or EPLS. If you need
to update an existing entity regegion, you must redst a role from that entity's administrator. If there is
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no existing entity administrator, contact the Federal Service Desk (FSD) for FREE help with your role

assignment.

To complete the migration procdssm an existing entity regisdtion

9 Ilfyouhavedt al ready

done so you wi

rSelextd_ogtino

on the SAM homepage and complete creatimgw accountor more information, se€reating

an Account

1 Once you have created amividual SAM accountlogin to your account and select My User

Roles from the subavigation menu and then select Request Role with New Entity. Please be
prepared to pndde either the DUNS Number of Legal Business Name of the entity with which

you're regesting roles.

1 Once you complete the role request, a notification will be sent to the entity's administrator.

creat

If there is no entity administrator, or the administrator is unresponsive, please contact the Federal Service
Desk (FSD) for additional help:

Table 3.2 Federal Service Desk

FEDERAL SERVICE DESK

URL www.fsd.gov
Hours 8ami 8pm (Eastern Time)

U.S. Calls 866-606-8220

International Calls 334206-7828

DSN 866-606-8220

3.2.2 Requesting a Role with a Federal GovernmerEntity

This section covers how you can requestswith an entity that you do not currently have roles wiith.

you already have roles with an entity but you want to request additional roldasaging Roles with an

Existing Entity

Each entity has its own internal rules regarding how roles are assigne8ome entities maywvant an
administrator to invite you to join instead of you requesting rolesCheck with your organization to
determine if you should request a role.

To request a role in SAM with

an entity:

i Select Request Role with New Entity underneath the My User Re&er on your My SAM

page.
T The quest.i

on A Ar.8 FedevabGoeernmenteagerty r voinl fhaltelU® Yeat.e

Select Next to continue.

i1 Enter the name of the entity or the code for that entity in the Federal Government hierarchy (this

includes the Department Code, Agency Code, Office Code, and Major ar@oBuband Codes)

andselectSearch.
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1

1

The pag refreshes and displays the resultstiigich your search terrBelect an entity to see
more detailsTo see lower levels of the hierarchy, selectithmext to an entityl-or instanceif
you select a department you can click the + to see the agendigsthiatYou can click the + for
an ageny and see all the offices under thébu are strongly encouraged to check with your
agency to determine which entity you should be associated with (i.e. which
departmentgencyoffice).

When you have found th@wect entity, select it arithen selecioin This Entity.
Figure 3.1: Select Entity from Federal Hierarchy

Request Roles with New Entity

Select Entity

You can search for an agency or browse through the hierarchy. Use the jein this entity button to continue. Contact your
administrator if you are unable to locate your agency.

Please note that the list in the Entity List box includes only the parent level entity. If a Entity has a child, you will need to click on
the box next to the Entity to expand. For kevboard only users, please tab to the desired entity and then press the Enter key to
expand the child entities. Press the space bar to select an entity from the Enfity List table and the details will be populated in the
Entity Information table (on the right).

Select Level Type: {Depatment _________ V! Name: General
Agency DUNS:
Major Command . _
Subeommand 1 Otfice Code:
Subcommand 2 Search | | Clear

Select Enti Office | Entity Information

Search for an Entity by Name

Subcommand 3
Subcommand 4

*

Efficiency

GENERAL SERVICES ADMINISTRATION

Council of the Inspectors General on Integrity and

When you select Join This Entity, SAM performs checks to verify thaag@able toequest rolesvith
the entity.You cannot request roles with this entity if:

T

You already have agxisting role with this entityif you already have roles with an entity, you
can manage them tsglectinghe My Roles linkfrom your My SAM page.If you need any
additional roles, you will need to request that role via the My Roles process.

You have a pending role request for any roles with this edtityadministrator must approve or
reject your request before you caubmit another reqgée

You have a pending invitation to join this entifyo accept an invitatiorselectinvitations on
your My SAM page.
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i If you can request a role with this entity, SAM displaysrtiiesthat you can request.

i Select the check box next to the roles you wish to request on the Assign Roles page.
1T The selected role appears on the Userodés Rol es

NOTE: Roles are grouped hierarchically, which meamas tertain roles wit more authority (the parent
role) will automatically include the rights of other roles (children roles) with lesser autt®glgctthe

fi+0 to see al/l the roles underneath that rol e.
Figure 3.2: SelectingUser Roles

. Request Roles with New Entity
Request Roles with

New Entity Assign Roles
US Federal Government Select the Rales you wish to request for this Entity by adding them under the "Request Roles" section. You will be notified once
User? the administrator approvers the request.
Select Entity

For keyboard only users, to check/uncheck role(s), press the space bar for a role from the Role Pick List and it will be added to the
User's Roles table (on the right). To expand, collapse the roles, press the enter key. In order to complete the request for the roles

» Select Roles
vou have selected, click the "Next" button.

» Summary

Role Pick List User's Roles

H D Agency Administrator - Entity Management
D Agency Hierarchy Maintainer Agency Administrator - Exclusions
= Agency Administrator - Exclusions Agency Exclusions Representative

Agency Exclusions Representative

Reason for Request :*

To remove a role from the request, uncheck the role on the Role Pick List.

Enter a reason for the requeBhe more descriptive you are with this information, the better your
system administrator candge if you should have this role.

i Selet Next to review your request on the Summary page.
i1 SelectEdit to modify any information.
I Select Submit to send the request to the appropriate administrator for approval.

An administrator can now approve or rejectiyrequestYou will receive an email atifying you of the
admi ni stratorés decisi on.
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3.3 Managing Roles with an Existing Entity

Once you have a role with an entity, you can request additiolealor remove your roles from the entity.

1 Select My User Roles grour My SAM page, thenetectMy Roles
Figure 3.3: My Roles

My User Roles

My Roles

Search and select an entity for which you want to view your roles and make necessary changes.

Please note that the list in the Entity List box includes only the parent level entity. If a Entity has a child, vou will need to click on
the box next to the Entity to expand. For keyboard only users, please tab to the desired entity and then press the Enfer key to
expand the child entities. Press the space bar to select an entity from the Entity List table and the detfails will be populated in the
User Roles Details table (on the right).

Search for an Entity:

Legal Business Name:

DIINS:
DoDAAC:
Office Code:
Search | | Clear
Entity List User Role Details
2 My Entity Registration

1 You can see the entities witvhich you have rolesSelect an entity to see your roles and the
status of the roles.

o A Appr o Roesdtbat yoeurrently have.

o 0 P e n diRolgp that you have requested but have not yet been approved by an
administrator.

o Al nh eirlfiypueverégrargd a role that had a series of sublevel roles automatically
associated with it, you will see these roles listed afi | n hYou wiltofed seé this if
you have an administrator role.

1 To add or remove roles with an entity, select the entitytlaed sedctManage My Roles with
This Entity. This opens the Roles with Current Entity pa@dOTE: You will not be abléo
modify your roles with an entity if you have a role request with the entity that is pending approval
by an administratofyYou can, howevedisassociate yourself from the entity.)
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Figure 3.4: Roles with Current Entity

Role Pick List User's Roles
Agency Hierarchy Maintainer Agency Hierarchy Maintainer
- Agency Administrator - Entity Management = Agency Administrator - Entity Management
Office Registration Representative Office Registration Representative
- Agency Administrator - Exclusions - Agency Administrator - Exclusions
Agency Exclusions Representative Agency Exclusions Representative
Agency Roles Administrator Agency Roles Administrator

On the Roles with Current Entity page you can modify your roles with this exitycan view more
informationabout the entitguch as name and address by selecting Entity Information.

The roles in the Role Pick List are the roles that gan have with this entityVhen you open the page,
the roles that you currently have with teigtity will already be selected.

The Userds Roles list displays the roles that you

1 Torequest an additional role,selachy r ol e from the Role Pick Li st
Roles list.

1 Toremove arole,deseléctt fr om your Role Pick List, and it

istNOTE: Before removing a role, check with you

management processome entities may wish to have administrators remove your roles.

Rolescabe di splayed in either bl aBlakiodicatesthaityot e xt on vy
already have this role with this entifged indicates that it is new role that you are requesting or it is a
role that you have inherited.

1 Complete the Reasdar Request field if you are requesting additional roles.
1 Once you have made your changes, select Next to continue.

You are taken to the Entity Information @atp verify you are editing your roles with the correct entity.
i SelectNext.
On theSummary page, review the role changes that you have made.

i1 Select Submit to send your role requests to your administrators for approval.
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If you removed any roles, thosdas are immediately removed for this entity.

In certain cases, you may wish to disassociate from an entity (i.e. remove all your roles from an entity).
You may want to do this if you no longer work for an enfdgfore dong this, check with your entity
administrator to confirm your entitydés role manag

i Disassociate yourself by either deselecting every role thahgee with this entity or select
Disassociatén the corner of the page.

The Disassociate from Hty page opens and you are givthe option to provide a reason for the
disassociation.

1 Select Submit to confirm the chang®@ur roles are now removed.
1 Sel ect Done to return to your AMy SAMO page.

3.3.1 Managing Invitations to Accept Roles from anAdministrator
You can also gaimlesin SAM by accepting invitations from administratof®. act on an invitation:

i Selectinvitations under the My User Roles header of your My SAM page.

Figure 3.5: My User Roles- Invitations

=]
MY SAM

Invitations

My User Roles : ) ) L . . . , . . .
The section below contains a list of invitations you have received to join an entity and/ or to receive roles within an entity.

My Roles
Invitations View Invitation Date Entity Name Rales Inviter's First Name | Inviter's Last Name
Migrate Legacy System VIEW 2016-05-11 11:28:19.0 | Blue Star, Inc. | Entity Administrator, SAM Test Tiers
Account o Entity Registration Representative,

Reporter,
Migrated Accounts Entity Registration Viewer

Request Role with New
Entity

Here you will see a list of all your invitations.
i Select View to act on a specific invitation.

1 You can either accept or reject the invitatiirihere are multiple roles in thavitation, you must
either accept or reject themtire invitation, which includes all the specified roles.

1 Select Reject and Submit to reject the invitatibims will delete the invitation and inform the
inviting administrator of your decision.

1 To acceptheinvitation, selectAccept.The roles becomactive and you are taken to a
Confirmation pageThe system will inform the inviting administrator of your decision.

3.3.2 Accepting an Invitation to Join SAM

It is possible for an administrator to invite ytmijoin an entity even if you do not have a SAM agto
Follow these steps to create a SAM account and accept the roles:

1 When you receive a SAM invitation emdibjlow the instructions provided:
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Figure 3.6: Invitation to SAM Email

Subject INVITATION: Create a User Account in the U.S. Government's Svstem for Award Management (SAM)
To: testingsamgov-+fedadmin @ gmail. com

This email was sent by an automated admimstrator. Please do not reply to this message.
Dear Federal Administrator,
An administrator of an entity registration record in the U.S. Government's System for Award Management (SAM) has invited you to create a user account in SAM and accept roles with their entity.

Entity: StartupTree LLC / 080180767
Role(s): Agency Administrator - Exclusions, Agency Exclusions Representative, Agency Hierarchy Maintamer, Agency Administrator - Entity Management, Office Registration Representative

If you would like to accept this mvitation, you will need an active user account in SAM. Please follow these steps:

Go to sam.gov and log in.

Select My User Roles from the sub-navigation menu on your My SAM page.
Select Invitations.

Select View for the mvitation you need to review.

. Select Accept or Decline.

U e

Contact our supporting Federal Service Desk at www fsd zov, or by telephone at 866-606-8220 (toll free) or at 334-206-7828 (internationally) for FREE help.

Thank you,
The System for Award Management (SAM) Administrator
hitps://test sam gov/portal/SAM

You will need to proceeth SAM, select Log In, and complete creating/authenticating your account via

login.gov. Once you return to SAM, you should navigate to My User Roles, select Invitatiowgan
the invitation you need to revieWhe process is the same as the noanabunt creation procesgcept
youol | already have a role invitation avail

4 Entity Management Registration

4.1 Who Registers in SAM Entity Management?
The Entity Management functional area of SAM, formerly Centaadtactor RegistratiorJCR), Online

Representations and Certifications (ORCA), and Federal Agency Registration (FedReg), is the primary

abl

database for the 8. Federal Government to manage information on potential government business

partners or federal fancial assistance recipients.

If you have previously registered your entity@R, ORCA, or FedReg al l
has been brought in®AM.

The term Entity may refer to prime contractors, organizations, financial assistance recipsant

of

e

you

recipients, sole proprietors, corporations, partnerships, and any Federal Government agencies desiring to
do business with the governmewthetherapplying for assistance awards, contracts, or other business

opportunities, all entities are considdrregistrantdRegistrants are required to complete a-time
registration.This registration must be-aertified annually.

You must register if:
1 You would like to be eligible to be awarded contracts by the Federal Government.
1 You are applying for assiance awards from the Federal Government.
1 You are a Federal Government entity engaged in-latr@ernmental buying or selling.
1 You have been otheise directed to register by a government official.

NOTE: Registration does nogguarantee business with thé&-ederal Government.
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Before reading on, note that on the website, mandatory fields are marked with an asterisk (*) to help you
enter information intdhe correct fields.

4.2 What You Need before Getting Started

To register a new entity in SAM you must havdratividual SAM user account.o set up an individual
SAM user accounselectLog In from the upper right corner of the SAM homepage and follow the
prompts.For more information, se@reating an Account in SAMf you already have a SAM account
follow these steps to begin the Entity Management registration process:

1 From the My SAM pageselectEntity Registrations in the navigation panel.

i SelectRegister New Entity.
Figure 4.1: Register a New Entiy

MY SAM

My User Roles

Entity Users

Entity Registrations

Existing Entity Registrations

Register New Entity

Service Contract Reporting
(SCR)

Upload Service Contract
Report File

BioPreferred Reporting
Federal Hierarchy
Exclusions
My Account Settings
My Data Access

General

1 You are taken to the Registration Overview page. This page details each section that you may
come across during the registration procB#msase note that what sections you actually see
during the registration process @ap on your purpose oégistration Select Start Registration
when you are ready to begin the registration process.
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Figure 4.2: Registration Overview

Registration Overview

SAM Entity Management registrants are required to submit detailed information on their entity in the following categories, depending on
the purpose of the registration:

E Core Data
Mandatory for all registration types, Includes, but i= not limited to, an entity’s DUNS and/or DoDAAC, name, address,
CAGE or NCAGE, code, TIN or EI¥ number. general information. financial information. and details about any proceedings
in which the entity may currently be imvolved.

Assertions
Documents self-assertions from each entity. Includes, but is not limited to, data about the types of goods and zervices the
entity provides, the entity size, optional Electronic Data Interchange (EDI), and disaster relief data.

uzed Federal Acquizition Regulation (FAR) and Defense Federal Acquizition Regulation Supplement (DFARS)
provisions,clauses, and Architect-Engineer Responses (SFazo Part IT).

Points of Contact

Mandatory for all registration types. The entity will be asked to provide contact information for any mandatory POC based
on the information they provided during the registration process. Includes, but is not limited to, accounts receivable.
electronic business, and government business.

Ij Representations & Certifications
@ Documents an entity’s representations and certifications related to their small business status, rezponses to commonly
'3

Notes:

An entity within the SAM system includes prime contractors, organizations or individuals applying for assistance awards, those
receiving loans, sole proprietors, corporations, partnerships, and any Federal government agencies desiring to do business with
the government.

Entity Administrators and,/or Entity Registration Representatives are responsible for ensuring the accuracy of an entity
registration in SAM. An entity registration must be renewed every 365 days in order to remain active and will expire if it iz not
updated in a timely manner. An expired registration may affect the ability to do business with the Federal government,

START REGISTRATION

Before being taken to the first section of the reegt®on, a fly out pageiill appear titled Beforé’ou
Start. This page details the information you need in order to register an Ealkéythe time to read this
page and gather the information you need ahead of time.

Knowing the following pieces of infanation will speed up thregistration process:

i DUNS Number, Legal Business Name, and Addréssu will not be able to save a draft entity
registration if you are unabl Hyoudpnotareadyf y
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have a DUNSNumber, yai can call D&Bat 1-:866-7055711 or request a DUNS number for free
via theirwebsite

1 Department of Defense Activity Address Code (DoDAAQ)Is is applicable for the
Department of Diense (DoD) erities only

1 Taxpayer Identification Number (TIN)TIN and Taxpayer Name are optional for foreign
registrants who do not pay taxes to the U.S.

I Taxpayer Name Your Taxpayer Name might hbe the sameanme as your fAD&B Le
Busi ness Namabpleny@unb&B LegdBusiness Names i SAM, LLC, o b
Taxpayer Name is fASyst e mTdfiodyouANaegaydr Nahe, mevigne me nt ,
your tax statements from the IRS (such 4999 or W2/W-4 form).

g
ut

9 Your Contractor and Government Entity (CAGE) Cpdei f you al ready have on
one will be assigned during registration).

9 Your Electronic Funds Transfer (EFTformation such as your ABA routing number and
account number

When you are ready to begselecti Cont i nue. 0
Figure 4.3: Before You Start

BEFORE YOU START

You will need the following inforr

U.S. REGISTRANTS:
Your DUNS Number, Legal Business Name, and Physical Address from your Dun &
Bradstreet (D&B) record.

- If you don't have one, you can from D&B

Your Taxpayer Identification Number (TIN) and Taxpayer Name associated with your
TIN. Review your tax documents from the IRS (such as a 1099 or W-2 form) to find your
Taxpayer Name.
Your bank's routing number, your bank account number, and your bank account type, i.e.
checking or savings, to set up Electronic Funds Transfer (EFT).

INTERNATIONAL REGISTRANTS:
Your NATO Commercial And Government Entity (NCAGE) Code from the NATO
Support and Procurement Agency (NSPA).

- If you don't have one, you can from NSPA

Your DUNS Number, Legal Business Name, and Physical Address from your Dun &
Bradstreet (D&B) record. Make sure your DUNS information and NCAGE information
match.

- If you don't have one, you can from D&B

“TCANCEL CONTINUE
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4.2.1 Requesting the Addition of a New U.S. Federal Agency on the UfSderal
Hierarchy

Some federal government agencies have the authority to apply for federal financial assistance

opportunities. If you are registering a Federal Government entity for Federal Assistance, the entity must
already exist on the SAM Federal Gaverent hierechy before you can continu@/hen an entity is

placed on the Federal Government hierarchy, this is called aTéneterm level indicates that the entity

is defined, it exists on the hierarchy, and there is basic information entethd &mtity suctas name and

addressAl t hough an agencyb6s SAM entity registration f
annually, the level entry itself on the hierarchy never expires. If the entity is not presenh@mnahehy,

you need toequest it be atkd.For more information, sddierarchy

4.3 Determining your Purpose of Registration

Users associated with federal entities will have the following options to choose from for registering their
ertity: Why are ya registering this entity to do business with the U.S. government?

1 l'want to be able to bid on federal contracts or other procurement opportunities. | also want to be
able to apply for grants, loans, and other finarasaistance programs.

i1 1 only want toapply for federal assistance opportunities like grants, loans, and other financial
assistance programs.

i1 I'want to conduct Intr&sovernmental Transactions (IGTs) with other U.S. government
organizations.

1 I'want to conductGTs with other U.S. governmentgamizations and bid on federal contracts or
other procurement opportunities.

1 Il'wantto conduct IGTs with other U.S. government organizations, bid on federal contracts or
other procurement opportunities, and apply for fabdassistance opportunities likeagts, loans,
and other financial assistance programs.
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Figure 4.4: Determine Purpose of Registration (Federal)

Crearvisw

Purpose of Repistration
_ This page will help you determine your entity’s purpose of registration, First, selectwhat type of entity you are registering in SALL
Determine Purpose Then state why you are registering, Based on your response, you will complete different registration sections.

) Confirm Furpose

Core Data FRepresentations & Certifications (Reps & Certs), and Points of Contact (POCs). This isrequired by the Federal Acquisition Regulation
(FAR) in FAR 52, 204-7 Svstem for Award Management.
Assertions
If vou are only intsrested in federal assistance opportunities, such as grants and loans, you must complete two sections of the
Representations and Tegistration: Core Data and POCs, If you decide later to pursue federal contraet awards, you must npdate your SAM registration to
Certifications change your purpose of registration and eomplete all four sections.
Points of Contact IMandatory fields are marked with an asteriskor star symbol. Complete all mandatory fields before continning to the next page.
Submit Certification

BACK TO USER DASHBOARD

Page Description

If yvou want to obtain federal contract awards, you must complete all four sections of the registration: Core Data, Assertions,

What type of entity are you registering >+

= U5, Federal Government

Why ars you registering this entity to do businezs with the U.5, government? #

Iwantto be able to bid on federal contracts or other procurement opportunities, I also wantto be able to apply for grants, leans, and
other financial assistance programs.

1 only want to apply for federal assistance opportunities like grants, loans, and cther financial assistance programs.
Iwantto conduct Intra-Governmental Transactions (1GTs) with other 17,5, government organizations,

= Iwanttoconduct IGTs with other 17,5, government crganizations, bid on federal contracts or other procurement opportunities, and
apply for federal assistance opportunities like grants, loans, and other financial assistance programs.

Iwant to conduet IGTs with other U.5. government crganizations and apply for federal assistance opportunities like grants, loans, and
other financial assistanes programs.

Your response to the questions displagedhe Determine Purpose of Registration page deteswimat
sections of the application are required to be completed for your registration.

)l

If you are interested in being eligible for Grants and Other Federgt&sse but are not
interested in Contracts, then you will only need to complete the Coreab@dtfaoints of Contact
sections in SAMIn this scenario, SAM marks your registration as being "Federal Assistance
Awards Only."

If you are interested in beingigible to bid on Federal procurement opportunities, you will need
to complete the Core Data, getions, Representations and Certifications and the Points of
Contact sections in SAM. By filling out this information, you are automatically eligible to be
awaded Grants and Other Federal Assistaiitéhis scenario, SAM marks your registration as
being "All Awards."

If you are interested in Int'/@overnmental Transactions only (and not interested in Contracts or
Grants), then you will need to complete theéData, Assertions and Points of Contact sections
in SAM. In this scenario, SAM marks your regition as being "Intr&overnmental

Transactions Only."

If you are interested in Contracts, and you further select that you are interested in Intra
GovernmentiTransactions, then you will need to complete the Core Data, Assertion,
Representations and Gi&cations and Points of Contact sections in SA.filling out this
information, you are automatically eligible to be awarded Grants and Other Federarksslist
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this scenario, SAM marks your registration as being "All Awards and-Grgernmental
Transactions."

i If you are not interested in Contracts but are interested in Grants and Other Federal Assistance
and also select that you are interested in {Gw&ernmental Transactions, then you will need to
complete the Core DatAssertionsand Poing of Contact sections in SANh this scenario,

SAM marks your registration as being "Federal Assistance Awards andGiowernmental
Transactions."

You only ned to fill out the sections that are relevant to your purpose in SAMdata you fill out in
each section will be tailored to your particular type of entity.

Figure 4.5: Confirm Purpose of Registration

P se of Registration
Register Encity e

Confirm Purpose

Registration Overview -
Page Description

Purpose of Regisiration Based on the answers you provided on the previous page, SAM determined your purpose of registration and the sections you must
complete based on that purpose of registration. If you need to make changes, please go back to the previous page. Otherwise, use the
Next button to continue with the Entity Registration process.

-

Core Data

. Purpose of Registration: All Awards
Assertions
Representations and You are required to complete the following sections: 1. Care Data
Certifications 2, Assertions . o
3. Representations & Certifications
Points of Contact 4. Points of Contact
Submit Certification P — R T

BACK TO USER DASHBOARD

i1 If you are satisfied with your answers to the purpose of registrgtiestionsselect Next to
continue.

i If you wish to change your answers to the purpose of registigiestionsselect Previous to
return to the previous screen.

Before you continue your Entity Management registration, here is some general information about the
registration process

1 You are able to save your registration at any point during the process as long as you verify and
save a valid DUNSIumber and/or DoDAAC, Namend Addresdf you selectCancel or leave
a page at any time during the registration process, the inforneatiered on that page will not be
saved.

1 Incomplete registrations (registrations that have not been submitted) will be deleted from the
system after 90 days of inactivityou will receive email notices prior to your incomplete record
being deleted.

1 On ea&h page, all mandatory fields will be marked with an asterisk (*) or star sy@damwiplete
all mandatory fields on each page to contirdlemandatory data must be provided before the
registration may be submitted.

9 Definitions can be founth Appendix Bof this user guide.
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4.4 Registering your Entity if you are interested in Federal Assistance Awards
Only

This section describes the process of registering an entity for the purpose of being eligible for Federal
Assistancefi Fedal Assi stanceodo for purposes of this User
A grant, cooperative agreement, or loan recipitor example, are considered Federal Financial

Assistance recipients.

To register an entAwgr fisrOfnFederabmpbei sttheefoll
1 Core Data

9 Points of Contact

The navigation panel on the left side of the screen will display your progress through these sections.
4.4.1 Entering Core Data

The first step to register a new entity is to enter core details on yoy. @uit Data includes, but is not
l'imted to, an entityds Dat a UnLegal@usimesdbm®&umber i ng
addressCommercial and Governmenhfity (CAGE) Codeor NATO Commercial and Government

Entity (NCAGE) Code, Taxpayer Identificatn Number (TIN), general information, financial

information, and details about any proceedings the entity may currently be invol@GmderData is

mandatory foall registrationtypefODnce you have completed your Core I
will be displayed in the SAM Public Sear&8ensitive data, such as financial information will never be

displayed, however, if you do not wish to allow the publisgarch for and view your record, you may

Aoput 0 of p krdr moreinfodmatiop, se@AM.Search Authorizatian

4.4.1.1Entering a DUNS

The first page is thEntity Information pageThe DUNSNumber is a umjue ninecharacter identification
number provided by the commercial goamy Dun and Bradstreet (D&BJ.you need a DUNSIumber,
one will be provided to you, free of char@all D&B at 1-866-7055711 or access their website at
http://fedgov.dnb.com/webfornnternational registrats may also conta@AMhelp@dnb.comYou do
NOT have to pay for a DUNNumber if you utilize these websites and phone numbers. It will take 1
(2-5 for foreign registrard) business days for a ndWJNS number to become active and available for
your SAM registration.

On theEntity Information page

1 Enter your DUNSNumber D&B Legal Business Name (this is name that has been registered for
your organiation at D&B), Addressplease remember that the address has to be the same as the
address at D&B and must be the physical address of your locatiosgl@ctNext.

This sends your DUNS information to D&B for validation.

Upon successful validation froB&B, you will be able tacontinue with your registration.
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Figure 4.6: Enter Entity Information

Once the information yoprovided has been verified by D&B,o u  wi | | ryseideé acieiede
showing tle details you entered compared with the details returned from D&B.
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